


Index to THE OFFICE, Volume 37, 
January through June, 1953 


Accounting Machine Builds Good Will for Collection Agency, Alvin J. ee: ..May, 
Accounting Machines Need High Type Personnel, Costly, Robert L. Jena/....... _Jan., 
Addresses of All Employees?, Do You Have Correct Home, Harry H. LeMieux .... _ June, 
Attitude Survey, Civil Employee, Bill N. Taylor Mar., 


Banking as a Career, Young People Must Be Sold On, W. Harold Brenton Jan., 
Birth Rate Cause of Worker Shortage, Low Depression, J. Brooks Heckert. 

Britain Enjoying Competitive Trade in Office Equipment, Victor H. Wake Jan., 
Brown Shoe Co. in St. Louis, New Office Building of “9 


CPAs Provide Valuable Advice on Paperwork, Jay A. Phillips...... 

CARE Packages All Over the World, Office Work Sends, Sidney Feldman. . 
Clerical Worker Statistics, Don't Misinterpret Those, Frank L. Rowland. . 
Coding Office Forms for Procedural and Statistical Control, Daniel L. Grant 
Coding System for All Paperwork, A Classification, M. F. Allsman 
Compensation, Workers’ ... 

Controllership Function, The Modern Concept of the, Edmund L. Grimes 
Credit System Can Promote Bank's Business, Merchants’ 


Dealers Can Sell Greater Variety of Machines, Independent, Harold Mann 
Drudgery: Fact or Fancy?, Office, J. George Frederick 


Economic Need, Office Efficiency is Now Greatest, W. J. Arris 
Electronic Computers, The Navy Is Studying, Edmund D. Dwyer 
Electronics, Insurance Offices Foresee Many Jobs for, Dudley M. Pruitt 
Electronics Will Increase Demand for Office Workers, K. B. Willett 
Elevators for Office Buildings, Operatorless, Walker G. White 

England Needs More People in Plants Than in Offices, Harry Ward.... 
Equipment Very Essential in Wartime, Laborsaving Office, C. B. Lynham 


File Clerk, Quit Being Just a, Ben F. Gregory. . : 

Form, One Expert Doesn't Make a, Charles O. Libbey. . 

Form, Why Mississippi Uses a Muiti- Purpose Purchase, Roy E. Saye laatad 

Forms Business Still Good But Competition Is Keener, Frank H. Abbott | RSE Sa Jan., 
Forms Save 30 Hours a Month, Check, Balfour Goldman... —_ 
France's Economic Advance, Office Machines Lead, G. Viei/lard 

Furniture Will Hold Old and New Workers, New Office, V. L. Caldwell 


Governmental Offices Get Poorer Choice of Workers, Car! Riggs.. 
Governmental Office Seeks Versatility in Machines, Jesse James 


Handwriting Analysis Aid Personnel Selection?, Can, Dwight E. Saur 

Help,How Office Executives are Meeting the Shortage of Clerical Jan. 9; Feb. 8; Mar. 80; en ee 
Help Shortage, Realistic Thinking Will Solve the, Horace G. Crockett..... Jan., 
Hotel's 24-Hour Office Day, A, William Hurd Hillyer 2 hieeaeeae 
Human Side of the Office, The, Harry W. Nock .., June, 


Increases in Office Work Seldom Can Be Forecast, Clarence H. Lichtfeld joe saad 
Indexing System for Subject File Classifications, A Flexible, Leslie C. Baridon 

Internal Auditing is Distinct from Methods, Procedures, C. J. Ghesquiere . er 
Internal Review as a Management Yardstick, The, Robert Greenberg. 


Lay Out an Office!, So You're Going To, R. K. Gad, Jr. .... 
Letters, Stop Rewriting Good, A/ Ames aes 


Mail Cost, Controlling, Albert E. Clark 
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Male Clerk, The Disappearance of the, Walter C. Peterson 

Manpower, Some Steps to Overcome Lack of Offi ice, J. B. Andrews. . 
Margin, Thunder on the Right, A/ Ames 

Measurement is Only Basis of Comparison and Control, James Thomson. . 
Merit Rating Plan for Incentive Pay, Lincoln's, Frank Griesinger 

Movies Are Used for Office Work Simplification, How, Frank D. Ryan.. 
Moving the Office, Sidney Shepherd 


National Machine Accountants Convention in Milwaukee, June 18-20. 
New Generation, Offices Don't have Technical Appeal for, A. Bradley. . 
New Offices Can Attract Personnel More Easily, Adrian H. Pembroke. . 
New Offices, Old Factory Becomes 

N. Y. Life Raised Office Production 31 % in '0 years, Devereux C, Josephs 
No Shortage of Help 

NOFA Convention in Cleveland 


NOMA Conference and Equipment Exposition in Boston, May 24 to 28, 34th Annual. a 


NOMDA Convention in Atlantic City, June 18-20 


Offset Masters, How Natural Gypsum Does. 

Olivetti Design Exhibit Will Tour U.S. 

OMAC's Iith Annual Seminar in Chicago, ‘March 2-5 
OMAC's Eleventh Annual Seminar in Chicago. . 


Personalities, Employees’ Abilities Can Be Improved; Not Their, Melvin Thompson. 


Personnel Planning is Critical When an Office Mechanizes, Edward W. Jochim. . 
Personnel Records, Ford Motor Co. Simplifies Its Hourly, W. J. O'Sullivan..... 
Personnel, Tailor the Office Job to Available, Semue/ L. H. Burk - 
Personnel Techniques Can Solve Office Problems, Proven, Leonard J. Smith..... 
Posting Machines, Publishing Firm Builds Its Own Office, William Hurd Hillyer 
Pricing your Paperwork, Try, M. F. Allsman 


Production 31% in 10 years, N. Y. Life Raised as Devereux C. seircenetet i. 


Proof, How to Read, Leslie H. Matthies. . 
Puerto Rican Office, A Busy, Albert S. Keshen.. 


Records Storage, Furniture Storage Warehouse Turns to. 
Recruitment, Contentment Beats, Albert E. Howe..... 
Remodeling an Old Factory Into Modern Offices... 
Resources are Unlimited, Office 


Salesmen, A "Psycho" File to Help, Lyne S. Metcalfe 

Schools Need a Handbook of Office Work Requirements, Pau/ S. Lomax. . 

Scrapbook Proves that Scientific Office Management Makes Sense, Student, 
Herman Limberg 

Secret?, Can You Keep a, Frederick W. Myers, Jr. ... 

Secretaries Aim to Raise Efficiency; Reduce Overhead, ‘Mary H. Barrett. . 

Secretaries Think of Their Bosses, What 

Servicing Methods in Some Governmental oo Machine. 

Springs Cotton Mills’ Unique Office Building. . 


Telegram!, Take a, William Hurd Hillyer. . 
Thinking, A Pattern for Management, William Bowman Worthington 
Tools Aid Management To Plan, Guide and Control, Office, A. B. Dick Ill 


Visible Record Card System, York Corp. Expands Uses of Its, S. R. Leach 


Index to New Products in THE OFFICE, Volume 37, January through June, 1953. 


ACCOUNTING MACHINES ADDING MACHINES 


National Cash Register Co. ... May, 158 Addiator-Rechenmaschinenfabrik 
Remington Rand, Inc. -May, 149 = Clary Multiplier Corp. 


ACOUNTING SYSTEMS National Cash Register Co. ...... 
Ruf Accounting System ...... May, 164 Precisa Calculating Machine Co... 


-Apr., 132 
.Mar., 103 


Mar., 100 


.June, 109 
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ADDRESSING EQUIPMENT 
Dashew gg on Machines, Inc. .. 
Nettie Mf 

Reynolds qe Reyscids Co. 
Visirecord, Inc. 

Weber Addressing Machine Co. | 


AIR CONDITIONING 


Carrier Corp. 
Fedders-Quigan Corp. 
General Electric Co. 


BINDING, PLASTIC 


General Binding Corp. 
Tauber Plastics, Inc. 


CALCULATORS 


Felt & Tarrant Mfg. Co. .. 
Richard Gibian 

Marchant Calculators, Inc. 
Monroe Calculating ‘Machine Co.. 


CARBON PAPER 


Columbia Ribbon & Carbon Deattedh Co. 
F. S. Webster Co. .... 


CARBON & SECOND SHEETS 
McGregor & Werner, Inc.. 

National Litho Forms Co. ; 
Port Huron Sulphite Paper Co, ...... 


CHAIRS 


Blair Aluminum Furniture Co..... 
Clarin Mfg. Co. : 
Cramer Posture Chair Co. 

L. C. Flewelling Co. ........... 
Maso Steel Products 


CASH BOXES 
Bison Distributing Co. 


CASH DRAWER 
indiana Cash Drawer Co. ........ 


CASH REGISTERS 


Clary Multiplier Corp. ..... 
National Cash Register Co. 
Sweda Cash geet Inc. 
Universal Cash Registers 


CLOTHES RACKS 
Borroughs Mfg. Co.... 


COLLATORS 


Evans Specialty Co. 
Halverson Specialty Sales 
Harris-Seybold Co. 

J. Curry Mendes Corp. ... 
Thomas Collators, Inc. 


CONVEYORS 
Lamson Corp. ... 


CONTROL CHARTS 
Victor Safe & Equicment Co 


COPYHOLDERS 
Bookmaster Co, 
Pettersen Mfg. Co. 
Rite-Line Corp. .... 
Select-A-Line Co. 
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106 


, 102 
, 105 


, 107 
, 136 


COUNTING MARKER 
May Engineering Co. ... 


DESK ACCESSORIES 

Bert M. Morris Co. ............ Mar., 101; 
Pennwood Numechron Co i 
Sengbusch Self-Closing Inkstand Co. 


DESKS 

Executive Furniture, Inc. 
Hillside Metal Products, 
Sanford Sales Co. 


DICTATING MACHINES 
Dupli-Voice Co. 

Magnetic Recording Industries . 
Pentron Industries, Inc. 

Scribe Corp. 

SoundScriber Corp. 


DUPLICATORS, SPIRIT 
A 8. Bek Co. .. .. 
Ditto, Inc. 

Heyer Corp. 

Queen Systems Corp. . 
Rex-O-Graph, Inc. ....... 


DUPLICATING ACCESSORIES, SUPPLIES 
American th a ‘an Co. . 
ae a © Mar., 101; 
B. Dick Co, ; ; : 

SR Corp. 

Heyer Corp. 

Old Town Corp. 
Potomac Products Corp. 
Remington Rand, Inc. . 
Unitrans Co, 


DUPLICATING ACCESSORIES (OFFSET) 
American Stencil Mfg. Co. . 
A. A. Archbold 

A. B. Dick Co. . 

Colwell Litho Products, Inc. ..May, 146; 
Litho Engineering & Research ..Jan.. 154; 
Lumirol Corp. 

Merritt Lacey Corp. ........ Feb., 100; 
Pemberton Printing Co. 

Polychrome Corp. 

Precision Laboratories, 

Remington Rand, Inc. 

Robertson Photo-mechanix, Inc. 


ELECTRONIC COMPUTERS 


..Feb., 


Apr., 


..Mar., 


May, 


. Jan, 


June, 


.. Apr., 


Jan., 


..Mar., 


+ 


.. Jan., 
May, 
June, 
— 


ies, 
Mar., 


International Business Machines Corp. ... 


Remington Rand Inc.. 
Underwood Corp. 


ELECTRONIC CONTROLS 
Kybernetes Corp. 


ERASERS 


Richard Best Pencil Co 
Eberhard Faber Pencil Co 


FANS, VENTILATORS 


Budlew Products Co. 
Safeguard Corp. 


FILES 


Bankers Box Co. 
Cole Steel Equipment Co. 
Convoy, Inc. 





Diebold, Inc. .... ....Jdan,, 154; 


Empire Development Corp. 
Ferris Business Equipment, Inc. 
Guillermo Kraft Ltda. 

Halverson Specialty Sales - 
Northwest Metal Products Co. 
Record Files, Inc. 

Remington Rand, Inc. , 
Victor Safe & Equipment Co. 
Wassell Organization 


FILING SUPPLIES 


Acco Products, Inc. 
G. J. Aigner Co. 

Gardner Laboratory 
Robert Howard Co. 


FLOOR MACHINES 
Multi-Clean Products, Inc. 


FLOOR MATS 


Hygienic Dental Mfg. Co. 
Peterson Rubber Mat Co. 
Recora Co. 


FOLDING MACHINES 
Print-O-Matic Co. 


FORMS 


Arthur J. Gavrin Press, Inc. 
American Photocopy Equipment Co. 
American Register Co. 

Gilmantin Salesbook Co. 

J. L. May Co. ; 

Spot Carbon Products 

Sten-C-Labi, Inc. 

Alfred Allen Watts Co. 


FURNITURE PEDESTALS 
Safeguard Appliance Corp. 


GLUING MACHINES 
Pierce Specialized Equipment Co. 


INTERCOMS 

Executone, Inc. 

nee Switchboard & Supply Co. 
elephone Sales Corp. .. ; 

Wheeler Insulated Wire Co. 

INTEREST COMPUTER 

Rol-A-Factor Div., Forster Mfg. Co. 


LAYOUT PLANNING TOOLS 


Chart-Pak, Inc. . 
Security Stee! Equipment Co. 


LETTERHEAD-ENVELOPE DESIGN 
Unitrans Co. 


MARKING EQUIPMENT 


Ajax Time Stamp Co....... Jan., 132; 


John Griffin Co. .. 

Roberts Numbering Machine Co. 
U. S. Rubber Stamp Co. . 
MICROFILM EQUIPMENT 
Diebold, Inc. 


NOISE-CONTROL CABINETS 
Gates Associates 


PAINT, ODORLESS 
Keystone Paint & Varnish Corp. 


PAPER PUNCHES, DRILLS 


Boorum & Pease .... 
Challenge Machinery ‘Co. 
General Binding Corp. . 

New England Paper Punch Co. 
Superior Business Machines, Inc. 


PAPER STOCK 


Eastern Corp. 

Esleeck Mfg. Co. ........... 
Gilbert Paper Co. 

Rising Paper Co. 

Wausau Paper Mills Co.. 


PARTITIONS 


Arnot & Co. 
Virginia Metal Products Corp. 


PENCIL SHARPENERS 
Automatic Pencil Sharpener Co. 


PHOTOCOPY MACHINES 

American Photocopy maneauel Co. 
Charles Bruning Co. ... 

Copease Co. 

Copy-Craft, cise : 

Eastman Kodak Co. . 

General Photo Products Co. ..Apr., 131; 
Ozalid Div., General Aniline & Film Corp. 
Photorapid, Inc. ; 

Photostat Corp. 


POSTING EQUIPMENT 


Reynolds & Reynolds Co. 
Todd Co. 
Visirecord, 


RIBBONS, INKED 


Peerless Imperial Co. 
Shipman-Ward Mfg. Co. 


RIBBON SPOOLS 
Regentrop & Bernard 


SAFES 


Cramer Safe Co. : 
Mosler Safe Co. Mar., 104; 
Victor Safe & Equipment Co. : 


SHELVING 


Equipto Div., Aurora Equipment Co. 
Penn Metal Corp. of Penna. 


STAMP PADS 
Faymus Div., Bankers & Merchants, Inc. 
B. G. Voiger Mfg. Co. 


STAPLES 
Bates Mfg. Co. 


STATIONERY SUPPLIES 


Bud Type Cleaner Co. 

-Thru Ruler Co. 
Cel-U-Dex Corp 
Consolidated Office ‘Supply Co. 
Cummings Co. .. : 
Labelon Tape Co. ..... ; Apr. 
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Minnesota Mining & Mfg. Co. Jan., 144; Apr., 
May, 
Jan., 
May, 

... June, 
.Mar., 
Feb., 
Jan., 


116° 
68 
Mission Sales Co. 
Neverknot Co. 

Sanford Ink Co. ........ 
panford Sales Co. 

Sign-X Mfg. Co. 

Victor Safe & Equipment Co. 


TABLES, DRAFTING 
Scott-Rice Co. 


TABLES, FOLDING 
Institutional Sales 


How to Use This 


Volume Index 

Be sure to have the past articles 
you want, when you want them, by 
keeping your copies of THE OFFICE 
in handy binders like those shown 
here. Two binders hold an entire 
vear’s issues with the index for each 
volume in the last bound copy (June 
and December). 


Jan., 


Issues of THE OFFICE which con- 
tain popular features are soon sold 
out and many who order back issues 
must be, unfortunately, disap- 
pointed. This cannot happen to you 
if you send $3 today for a set of 
two binders (not sold singly) to 
Office Publications Co., 270 Madison 
Ave., New York 16, N. Y. 
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TABULATING EQUIPMENT 


Business Systems & Equipment Co. 
Remington Rand, Inc. 
Tab Products Co. 


TYPEWRITERS, AUTOMATIC 
American Automatic Typewriter Co. 


TYPEWRITERS, ELECTRIC 

International Business Machines 
NS aceite Jan., 156; Feb., 

Underwood Corp. ; 


TYPEWRITERS, OFFICE 
Remington Rand Inc. 

L. C. Smith & Corona Typewriters, 
Underwood Fg : 


TYPEWRITERS, PORTABLE 
Inter-Continental Trading weep 
Remington Rand Inc. ... 
Underwood Corp. 


TYPEWRITER PADS 
Ace Hose & Rubber Co. 
Andrews-Alderfer Co. .. 


125: 


Inc. 


TYPEWRITER PARTS, TOOLS 
Wilhelm Dreusicke & Co. . 

Gaunt Ind. = 
Metalcraft, Inc. 

Alfred Ransmayer & Albert Rodrian 


WATER PITCHERS 
Landers, Frary & Clark 


*% ADJUSTO-SWING fits most desks, 
metal. Easily attached. 

% Adjustable to proper height. 

% Converts flat top to Steno desks. 


% Insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 
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-ADVERTISERS > 





Acco Products, Inc. 

Ace Lite-Step Co. 

Acme Adding Machine Service & Sales Corp. 
Addo Machine Co. 

Adjusto-Swing Office Machine Stands Co. .. 
Ajax Time Stamp Co. . boas aS 
Allen Business Machines, , & ©. 
Amberg File & Index “thy 

American Carbon Paper Mfg. Co. 
American Dictating Machine Co. 
American Stencil Mfg. Co. ...... 
American Writing Paper Corp. 
Ames Supply Co. 

Autocopy, Inc. . 


Rarrett Adding Machine Division 
Borroughs Mfg. Co. 

Bostitch, Inc. : 
Bruning Co., Charles 
Rud Tyme Cleaner Co. 
Burroughs Corp. 


Calculator Equipment Corp. 
Carter's Ink Co. . 

Cel-U-Dex Corp. .. 

Chart-Pak Inc. 

Chicaac Adding Machine Service . 
Clar-O-Type Co. . 

Clary Multiplier Corp. 

Codo Mfa. Corp. 

Cole Stee! Eauipment Co. 
Columbia Ribbon & Carbon Mfg. Co. 
Colwell Litho Products. Inc. 
Commercial Controls Corp. m 
Consolidated Office Supply Co. 
Copy-Craft, Inc. 

Cotterman |. D. 

Coxhead Corp., Raloh Cc. 

Cramer Posture Chair Co. 

Cushman & Denison Mfg. Co. . 


Davidson Corp. ..... ; 25 
Dehn Jr., |. A. 154 
Dewberry Engraving a" . 166 
Dick Co., B. 


; 3 
Ditto, — Cover Ill 


Eagle Pencil Co. 

Eastern Corp. 

Elliott Addressing Machine Co. 
Evans Specialty Co. 

E-Z Sort Systems, Ltd. . 


Faber-Castel| Pencil Co., A. W. 
Faber Pencil Co., Eberhard . 

Facit, Inc. 

Fabbrica Addizionatrice Italiana e. 
Fedders-Quigan Corp. 

Federal Business Products, 

Federal Cash Register Se. . 

Felt & Tarrant Mfg. Co. ......... 
force & Co., Wm. A. ... 


176 


Gavrin Press, Inc., Arthur J. 
General Photo Products Co. 
Gibian, Richard 

Gilbert Paper Co. 

Gonco Mfg. Co. 


Hamann Calculating Machine Co. 
Hammermill Paper Co. , 
Hano Co., Philip 

Hart Mfg. Co. 

H. J. J. Co. . 

Hush-A-Phone Corp. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Institutional Sales 

Inter-Continental Trading Corp. 
International Rusiness Machines Corp. . 
International Cash Reaister & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Karl Mfa. Co 

Kee-Lox Mfa. Co. . 

Kelloga Switchboard & Supply | Co. 
Kline Co., Re ass 


labelon Tane Co. 

lanetnn Manntvne Machine Co. 
LeFebure Corn 

Litho Enaineering & Research 


Maanetic Recordina Industries 
Manhattan Office Equipment Co. 
Manifold Supplies Co. : 
Marchant Calculators, Inc. . 
Master Addresser Co. .... 
McGreaor & Werner, Inc. 
Mercury Business Machines Co. .. 
Minnesota Minina & Mfg. Co. ... 
Monroe Calculating Machine Co. 
Moore, Inc., P. O. ; 


National Business Show . 
National Cash Register Co. 
Neenah Paper Co. 

Nettle Mfq. Co. ... 
Neubauer Mfg. Co. 
Neverknot Co. : 
Norta Distributina Co. . 
Northwest Metal Products Co. 


Office Publications Co. . 
Old Town Corp. 

Olivetti Corp. of America 
Outlook Envelope Co. 


Palson Mfg. Co. 
Paraliner Co. 
Peerless Imperial Co. 
Pentrcn Industries, Inc. . 
Photostat Corp. 
Pitney-Bowes, Inc. 


Sree rye 71 
Dis Undepee tones ase 9, 35, 127, 147 
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Ozalid Technical Executive 


Appointment of Joseph H. Washburn 
as technical assistant to the general 
sales manager was announced by Lewis 
P. Naylor, general sales manager of 
Ozalid, Division of General Aniline & 
Film Corp. Mr. Washburn was general 
manager of Ozalid’s Detroit factory since 
1945. Mr. Naylor pointed out, ‘‘We 
could not find a person better equipped 
with knowledge, experience and business 
acumen to handle the ever-increasing re- 
quirement for technical education in the 
sales program of our company.’’ 


“7 Vice President 

John W. Wibel was elected vice presi- 
dent of Gray Mfg. Co., Walter E. Dit- 
mars, chairman of the board of directors 
has announced. Mr. Wibel has been coun- 
sel for the company since 1945 and secre- 
tary since 1948. He is also vice presi- 
dent of Audograph Co. of Ohio and secre- 
tary of Audograph Co. of New York, 


and Gray Research & Development Co. 
Manchester, Conn., subsidiary companies. 


Typewriter Sales Managers 

The appointments of A. J. Weitzel as 
sales manager for standard, electric and 
noiseless typewriters and Sam L. Hooper 
as assistant sales manager for typewriters 
was announced by H. V. Widdoes, vice 
president and general sales manager, 
Remington Rand Ine. Mr. Weitzel started 
with Remington Rand in 1934 as a type- 
writer sales representative in the Pitts- 
burgh branch. Immediately previous to 
his new assignment he was supervisor of 
sales for typewriters in the New York 
branch. Mr. Hooper started with the 
Remington Typewriter Co. in 1914. Since 
1946 has been sales manager for the noise 
less typewriter and assumed the 
position with the electric typewriter 
when it was introduced. He worked in 
this capacity until his present appoint- 
ment. 


same 





Index to THE OFFICE, Volume 38 
July through December, 1953 


Accounting Machines, Toledo Office Puts Many Jobs on 
Accounting Procedure Manual, The, W. C. Madden ........ 


Accounts Payable, A Unit Plan for 


Addressing Machines, Large Publishers Use Electronic, Sidney Shepherd 


Alaska, .Stenographer in, Mary J. Scoft 
Allied Radio's Offices 


AMA Office Management Conference in New York, Oct. 12-14 . 
Arrest Record Form, Denver's One-Writing, Herbert E. Forsyth 


Boners Every Year, 70,000 Business ... 


Booking System, British Airline's, John Grindrod . 


Change in 25 Years, Offices Due for Big, Walter H. Wheeler Jr. aha Racor 
Checks on Addressing Machine, Special Plate for Signing, W. J. Cunningham any 


Cleans Up, An Office, 


Communication Channels to Save Manhours, Improve Paper, M. F. Allsman . 
Computing Devices, Movie Shows Development of . , 


Controls, Office Operating, Edward M. Caine 


Credit Union Uses Machine Accounting, Employee, William H. Fanning 
Diabetics Are a Management Problem, Dr. Randall G. aaa 


Dictators, 50 Machines to Serve 700 ... 


Dow's New Office Services Department, William F. ‘Stumpfig ac 
Electronic Office Machines, What Business Can Expect of .. 
Form Saves Time, Employee Status, Beatrice Miller ....... 


Forms Distributors, Convention of 


Furniture for Offices, Designing, Henry Glass 
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GSA, Over 10,000 Administrative Supply Items Distributed by 
renin Heater Co. Tailored Its Offices to Fit Existing Space, Walter Rudolph 


', The Great, Henry Baerman 
A Awards Used by Mutual Security Offices, Clark L. Simpson, 
Incentive Pay is Lent at Interest, Wilbourn McNutt . 
Installment Payments, Accounting System for . 
Inventory Records, Magnetic Memory Keeps .... 


Key Control 
Life Office Management Conference in Cincinnati, Sept. 21-23, 30th Annual 


Machines Let Bank Expand While Holding Down Costs, J. Robert Sherwood ..Nov., 
Manager, What Top Management Expects of the Office, W. Miller Bennett .. July, 
Manual Produced in the Office, A Structural-Functional, M. V. Terracino July, 
Measure It!, To Control Office Work, Henry C. DeWitt Dec., 
Modular Office Furniture, Richard Neumaier ... Aug. 
Modular Units Effectively, Plant Engineering Offices Use, Walter Rudolph Aug., 
Motivating People to Work, Frank D. Hurt .. .. Sept., 


National Business Show-Business Week in New York Oct. 18-24 Oct., 
National Business Show Closes New York's Grand Central Palace Dec., 
NMAA Convention, Over 1,000 at ..... ey Aug., 
NOMA Conference, Record Attendance at 1953 . July, 
NOMDA Convention, 28th Annual ...... ae Aug., 
NSOEA Exhibits, Over 8,000 at .... wee: Nov., 
NSOEA's 47th Annual Convention in Chicago, Sept. 26- Mev: ; soins e 


Office on Tour ... .. duly, 


Offset from Typewritten Panels, “Membership List by, Colin C. Campbell a Oct., 
Older Workers, Insurance Office Likes Dec., 


Payroll System, One-Writing Cash, W. J. ea , Bes Nov., 
Philosophy for Business, A, Dorothy Horton . . .Nov., 
Posture Chairs for Everybody in Philip Morris’ Offices, 'L. G. Hanson .. . Oct. 
Price Co. Plans a Modern Office and Apartment Building, H. C. pen .. July, 
Profit-Sharing Trust, Workers’, W. B. Cavanaugh ... a Nov., 
Progress Reports, How to Produce Contract, Robert C. Fouhy re Sept., 
Punched Card Installation, Hcw to Determine Effectiveness of a, Robert A. Fernsler . .Oct., 


Records Insurance ip : . Oct. 
Records Management, A Systems of, ‘Herman ‘Limberg Fan enw a0 Bec., 


Seeing is Believing, Richard Neumaier .... eur , Det. 
Supplies, Reducing the Waste of Office, Stuart Covington tha Nov., 
Systems Analysis Proves Worth While Even In Well-Run Office, Richard Neumaier July, 
Systems Meeting, Many Attend Sixth Annual Dec., 
Systems Meeting, Sixth Annual International .................. Oct. 
Tabulating and Time Cards, Storing, H. F. Herdmmner ie Nov., 
Telephone Toll and Long Distance Cests, Reducing, ssid Stone Sept.. 75; Oct., 
Television Connects Bank's Offices, Closed Circuit .... Nov., 
Time Sampling, How to Use, Leslie H. Matthies ........... .Nov., 
Why Save Half a Person?, John Hockman ............. Sept., 


70 


82 
105 
81 
89 


104 


Index to New Products in THE OFFICE, Volume 38, July through December, 1953 


ADDING MACHINES ADDRESSING EQUIPMENT 
ry Machine Co. ; speuwks Aug., 7! ; ; li 
E. Albright & Co peepee. a <n no ¢ Calif. 
Clary Multiplier Corp. ae jashew business Machines, Inc, ......... 
peemee a Machine Co. Aug., po Elliott Addressing Machine Co. ....... 
National Cash Register Co .Nov., ibuti 
O.T.A. Business Machines Div. Aug., 73 4 hes ogee Ce. 
Regna Cash Registers, Inc. Dec., 98 en bd nc 
Thaloswerke Co. 2.2... ccccccccccvccececes Sept., 171 Weber Addressing Machine ET Aug., 
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BINDERS, COVERS 


Acco Products, ins. eee 

General Bindin Es sticuntridaieees 
J. J. Lester & oy oe 

Remington Rand, Inc. 

Star Loose Leaf Co 

Tauber Plastics, Inc. 


BINDING MACHINES 


General Binding Corp. ................... Aug., 


CALCULATORS 

Chicago Adding Machine Service .. 
Curta Calculator Co ; 
Hamann Calculating Machine Co. 
Plus Computing Machines, Inc. 
Remington Rand, Inc. 


CARBON PAPER 


American Carbon Paper Mfg. Co. .. 
Concord Chemical Co. 

Phillips Process Co. . 

F. S. Webster Co. d 
U. S. Typewriter Ribbon Mfg. Co. 


CASH BOXES, DRAWERS 


Indiana Cash Drawer Co. 
Mosler Safe Co. 


CASH REGISTERS 


National Cash Register Co. .. 
Regna Cash Registers, Inc. 


CHAIRS 


Blair Aluminum Furniture Co. 
Cramer Posture Chair Co. . 
Do-More Chair Co 

King Posture Chair Co. 

Royal Metal Mfg. Co. . 
Wells Chair Corp. 


CHECKSIGNERS 
Safeguard Corp. 


CHECKWRITER 


July, 


CLOTHES RACKS 


Borroughs Mfg, Co. a Oct., 
Vogel-Peterson Co. ..Aug., 88; Oct., 
COIN HANDLING MACHINES 


Klopp Engineering, Inc. . sept., 


COLLATORS 


Associated Industrial Designers 
Thomas Collators, Inc. July, 91; 


.. July, 94; Oct., 
Sept., 135; Nov., 


COMPOSING MACHINES 


Coxhead Corp., aan Ere Aug., 
Halber Corp. : ; ; . July, 


COPYHOLDER 


Office Expediters 
Remington Rand, Inc. 


Sept., 


COUNTERS 
Veeder-Root, Inc. 


DATERS 
Ajax Time Stamp Co 
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DESKS 


R. C. Allen Business Machines, 

Dorset Steel Equipment Co. 

Metal Office Furniture Co. 

McBee Co. Pou 

Orna-metal Products Co. 

P & W Cabinet Seni 

I I ONS oiivcce se cisacewseraders Sept.. 


DICTATING MACHINES 


I NR ic i nck bic cesenanecdceleem 
DuKane Corp. : . 

SoundScriber Corp. .. 

Valley Industries, Inc. 


DICTATING ACCESSORIES 


Hush-A-Phone Corp. 
Travel Talk 


DUPLICATING ACCESSORIES, SUPPLIES 


American Wood Type Mfg. Co. 
Hammermill Paper Co. 

Ink ene Co. 

Mimeo Mt 

Old Town —— 

Potomac Fendoa Corp. ee 
Rex-Rotary ou Corp. 
Simplamat Corp. . ¥ . Sept., 


DUPLICATOR, HEAT PROCESS 
Minneapolis Mining & Mfg. Co. ..Dec., 
DUPLICATOR, RELIEF 

International Duplicator Corp 


DUPLICATORS, SPIRIT 


Ditto, eer 

Duplicopy Cé.. 

Du Prints, Inc. 

Master Addresser 1 
Standard Duplicating Machine 
Wolber Duplicator & Supply Co. 


DUPLICATORS, STENCIL 
Gestetner Duplicator Corp. 
Rex-Rotary Distributing Corp. .. 
Speed-O-Print Corp. 


. Sept., 
July, 117, Dec., 
Nov. 


ELECTRONIC CALCULATORS 


International — Machines Corp. ...Sept., 
Raytheon Mfg. jwigtaatewe say laeee' ts cae 


ENVELOPES 


Old Colony Envelope Co. . 
United States Envelope Co. ..... 


FACSIMILE EQUIPMENT 


Winchester Industries, Inc. ... 


FILES 


Business Efficiency Aids 
Cole Steel Equipment Co. 

Oct., 160, Nov., 162, Dec., 
Dolin Metal Products, Inc. .. July, Ill; Dec., 
Ferris Business Equipment, Inc. Oct., 
Meilink Steel Safe Co. ere 
Monarach Metal Products, “ 

Aug., om eet, 136, Nov., 
Motor-File .. Terre © 
Peerless Steel Equipment ‘Co. July, 
Precision Equipment Sept., 


116 


120 
134 
138 
110 


168 
172 
117 
172 


157 





Schwab Safe Co. . 
Shaw-Walker 
Visirecord, Inc. 


FILING SUPPLIES 


Aigner Indexes 
LeFebure Corp. : : 
Remington Rand, Inc Dec., 
Sengbusch Seif- Closing Inkstand Co. ..... Dec., 
Shaw-Walker Co. . Nov., 
smeee Mig. Co. .........+. . Dec. 
Velox-Werke 


American Register Co. . 
Ennis Tag & Salesbook Co. 
Carteret Printing Co. 
Consolidated Business Systems, 
J. J. Lester & Co. . 

National Litho Forms Co. 
Remington Rand, Inc. .... 
Alfred Allen Watts Co. .. 


FURNITURE 


Pesreugie Mfg. Co. < 
Dixie Chrome Products .... 
Emeco Corp 

Invincible Metal Furniture Co. 
Korda Industries 

Lehigh Furniture Corp. ~ 
Office Specialty Co. .... 


INKED RIBBONS 
Columbia Ribbon & Carbon 
Mfg. C 


Seabnsbah suwdsesaveele Nov., 


.. Sept., 
.Dec., 
. Sept., 


Inc. 


Ga Nov., 
08... 
; Nov., 


Oe ae , July, 93; Nov., 
Peerless Imperial Co. .... i padedes eo e 
INSECTICIDE VAPORIZER 
Columbia Chemical Co. .... 


INTERCOMS 


Connecticut Telephone & Electric Corp.. 
Vocaline Co. of America . 


LIGHTING 


Luxo Lamp Corp. 
Verd-A-Ray Corp. 


MACHINE TRUCKS 
Federal Cash Register Co. ... 


MAGAZINE RACK 
Halverson Specialty Sales Co. 


MAILING EQUIPMENT 


Active Mailing Machine Co. 
Commercial Controls Corp. 
Haldon Mfg. Co. 

Inserting & Mailing Machine Co. 


MICROFILM EQUIPMENT 
Remington Rand Inc. 


NAMEPLATES 
Metalcraft, Inc. 


OFFSET DUPLICATING SUPPLIES 


Atlas Stencil Files Corp. 

Azoplate Corp. 

Direct Image Aluminum Plate & 
Supply Co. 

Frankel Mfg. Co. 

Haloid Co. . 

Litho Engineering & Research 


. duly, 


.Aug., 
. Sept., 


Oct., 
.. Oct., 


.Dec., 
Dec., 


.Nov., 
: Nov., 
+ Oe, 
. Sept., 


oui 


Sept., 


Nov., 


Sept., 
Sept., 


Oct., 


158 


150 


Nov., 170 


150 
98 
133 


.. Sept., 146 
..Oct., 140 


134 
173 
142 


142 
93 


15 


96 
140 


154 
142 


104 


136 


148 
141 
130 
132 


158 


133 


142 
161 


139 


, 14 


Magnet Sales 

Mela Offset Su oly Co. 
ee a rrr Nov., 
New York Graphic Sales Corp. 

Pemberton Printing 
Robertson Faple-auechenls, 


PAINT, FIRE RETARDANT 
Fry-Kote Co. 


PAPER 


American Writing Paper Corp. . 
Fox River Paper Corp. . 

Gilbert Paper Co. 

Hammermill Paper Co. ... 
Neenah Paper Co 

Rising Paper Co. ........ 


PAPER CUTTER 


Azon Corp. 
Gestetner ga AR Corp. 


PAPER JOGGER 
Ilya Scheinker 


PAPER PUNCH 
Acco Products, 


PAPER ROLLS 
Hunt & Colleys Ltd. . 


PARTITIONS 


Arnot-Jamestown one. 
Johns-Manville 


PAYROLL EQUIPMENT 


Calcu-Tax Corp. ..... 
— Specialty Co. 
Todd Co. 


Inc. 


me, . 


PENCILS 


Eberhard Faber Pencil Co. . 
Norma Pencil Corp. . pas 


PENCIL SHARPENERS 
Apsco Products, Inc. 


PHOTOCOPY EQUIPMENT, PAPER 


American Photocopy et Co. 

Charles Bruning Co. 

Copy-Craft, Inc. .... 

Cormac Industries, Inc. 

Gilbert Paper Co. . 

Hunter Photo-Copyist, 
G. Ludwig, Inc. 

Merritt Lacey Corp. 

Ozalid, Div. of General Aniline & 
Film Corp. .... 


RECORDS MANAGEMENT 
Diebold, Inc, 


RIBBON CLOTH 
Textila Cutting Corp. 


SAFES 


Mosler Safe Co. 


SOUND CONTROL 
Gates Associates 


STANDS 
Maso Steel Products 


128 


132 


112 
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STAPLERS 
Arrow Fastener Co. .. 


STATIONERY SUPPLIES 


Bates Mfg. Co. pases 
Consolidated Office Supply Gee 35. 
Dennison Mf ; 
Fisher Pen 

Heyer Corp. Pa 

Jayem Sales Corp. 

Lee Products Co. ie 

J. Moran's Sons .. 

Office Accessories Corp. 

G. S. Pearson & Co. 

Pennwood Numechron Co. 


Thos. 
pee 
TABULATING EQUIPMENT 
Monarch Metal seer Inc, 
The Punched Card 


Systems Sales Co. 
Tab Products Co. .... 


vA Nov., 
. July, 
a Oe 

. duly, 


TAPES, DISPENSERS 


A. C. Hummel Co. . 

Labelon Tape Co. July 101; 
Minnesota Mining & Mfg. Co. 
Rittenhouse Paper Co. ; 


Aug., 72; 4s 
Oct 
= 


TAX BOOKS 


National Blank Book Co. . Oct., 
TELEPHONE HOLDERS 


Rans Mfg. Co. 


Sept., 
H. H. Renneker .... 


Oct., 


TELEPRINTERS 


Kleinschmidt, Inc. .Dec., 


TYPEWRITERS, STANDARD 


R. C. Allen Business Machines, 
Facit, Inc. ... 
Smith- Corona, 


(86... ..:... eae, 
WES: Dec., 


TYPEWRITERS, ELECTRIC 


Commercial Controls Corp. 


July, 
Remington Rand, Inc. 


July, 


TYPEWRITERS, PORTABLE 


Paillard Products, Inc, 


Nov., 
Royal Typewriter Co. 


"July; 


TYPEWRITER PARTS, SUPPLIES 


Ames Supply Co. 

Bro-Dart dustries 

Clar-O-Type Co. . 

International Business Machines Corp. 
Invincible Metal Furniture Co..... 
Labelon Tape Co. 

Lix Distributing > 

Maroth S ineerin 

Mittag & Volger, a 


Shipman-War Mfg. Co. Aug., 80; Now. 


WATER COOLERS 


Gamerel Gisele: Gee ac kkn ccs icndcance caved July, 
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Dec., 


THIS 
INDEX 


can help you 
when you use 


THESE 





he 


156 
96 


168 
19 
145 

92 


= 


186 
93 


BINDERS 


172 


174 | 
143 


108 


132 
99 
96 





102 | 
8 | 


153 
% | Keep all your copies of THE OFFICE in 
these handy binders. Each binder holds 
six copies with the complete index of all 
copies in the last issue (June and Decem- 
ber). You can find any article or New 
Products item in a jiffy when you use this 
system. Try it! Send $3 for a set of two 
binders to hold a full year's issues (not 
sold singly). 


} 


112 


OFFICE PUBLICATIONS COMPANY 


104 270 Madison Avenue New York 16 


159 





ADVERTISERS » 





Acco Products, Inc. 

Acme Adding Machine Service & Sales Corp. [41 
Addo Machine Co. 

Advertising Council 

Ajax Time Stamp Co. 

Allen Business Machines, Inc., 

Amberg File & Index Co. 

American Carbon Paper Mfg. Co. 

American Dictating Machine Co. 

American Numbering Machine Co. 

American Photocopy Equipment Co. ........... 
American Stencil Mfg. Co. 

Ames Supply Co. 

Associated Industrial Designers 


Barrett Adding Machine Division 
Borroughs Mfg. Co. 

Bostitch, Inc, 

Bud Type Cleaner a 
Burroughs Corp. 


Cel-U-Dex Corp. 

Clar-O-Type Co. 

CU BI: GI. no's 0s ccc sccaves maeas te gelnees 
Cole Steel Equipment Co. 

Columbia Ribbon & Carbon Mfg. Co. 
Commercial Controls Corp. 
Consolidated Business Systems, Inc. 
Consolidated Office Supply Co. 
Copease Co. 

Copy-Craft, Inc. 

Cotterman, |. D. 

Coxhead Corp., Ralph Cc. 

Cramer Posture Chair Co. . 


Davidson Corp, 

Dehn, Jr., 1L A AES 
Dewberry Engraving Co. .. 

Bees <90., A. Bo cess: 

Diebold, Inc 

Ditto, Inc. nat 
Dolin Metal Products, Inc. 


Evans Specialty Co. Pee 
E-Z Sort Systems, Ltd. . 


Fabbrica Addizionatrice Italiana 
Faber-Castell Pencil Co., A. W. 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Federal Cash Register re 

Fisher Pen Co. 

Force & Co., Wm. A. 


160 


Gibian, Richard 
Gilbert Paper Co. 
Goeller, Robert 
Gonco Mfg. Co. 


Hammermill Paper Co. 
4. 3 3 Ge. 

Hunt & Colleys Ltd. 
Hush-A-Phone Corp. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Inserting & Mailing Machine Co, ............ 
Institutional Sales 

Inter-Continental Trading Corp. 

International Business Machines Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 


Kee-Lox Mfg. Co. ... 
Kellogg Switchboard & Supply Co. 
Klopp Engineering Inc. 


Labelon Tape Co. 

Lanston Monotype Machine Co. 
LeFebure Corp. ay 

Litho Engineering & Research 
Lix Distributing Co. 


Manifold Supplies Co. 

Marchant Calculators, Inc. ... 
Meilink Steel Safe Co. 

Mercury Business Machines Co. 
Metalcraft, Inc. : 

Millers Falls Paper Co. 

Mimeo Mfg. Co. 

Mittag & Volger, Inc. . 

Monroe Calculating Machine Co. 
Moore, Inc., P. O. 


National Blank Book Co. ..... 
National Cash Register Co. 
National Rule Co. 

Neubauer Mfg. Co. 

Norta Distributing Co. ... 
Northwest Metal Products Co. 


Office Products, Inc. . 

Office Publications on: 

Old Town Corp. 

Olivetti Corp. of America .... 
Outlook Envelope Co. 
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